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Introductions

PNC Bank

Holly Kreisel-dones

Ronni Hunter

Rebecca Rumfelt

Customer Resource Center
Barbara Aldridge-Montfort
Ramonda Kelly
Jamie Breeze
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Customer Resource Center
» Pcard Spending

»eMARS Do’s and Don’ts

» Reconciliation

» Paperwork

» Balancing

» Contacts

PNC Bank
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Pcard Spending

2007 Total Spend $44,271,311
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Savings/Benefits

» Easy way to pay for low dollar high volume
purchases

» General Fund receives a rebate of 1.14% for
all money spent with the card

» Commonwealth realizes interest earnings by
delaying payment

» Commonwealth realizes reduced payment
Issuance cost by combining activity on a
single payment to PNC each month

Kentuckiy™
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Increase Spending

» Higher Limit Cards within Policy
» Cardinal Office
»Copier Leases
» Utility Payments
»Gordon Food Service

» Agency should have internal controls in place
to ensure spending is within Finance &
Administration Policy
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High Dollar Cards

» Request through Office of the Controller

» Used for designated purposes only
»Contracts
» Utilities

» Cardholder may have more than one card
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PRCUA Do’s & Don'ts

»DO — Enter all Cards on PRCUA prior to use

»DO — Copy from one of your existing Cardholders
when adding new cards

>»DON’T — Mark cards Inactive until all transactions
have posted to a PRC2 document

»>DON’T — Delete a record from this table

>t you DON’T follow these instructions and
receive an e-mail on orphaned transactions, DO
COMPLETE immediately
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PRC2 Do’s & Don'ts

» DO — Reconcile all transactions against receipts

» DO — Ensure all PRC2 documents are approved
timely

» DON’T — Change Document Description

» DON’T — Change Scheduled Payment Date (even
If the date has passed)

» DON’T — Delete a Commodity Line

» DON’T — Enter funding in Accounting Distribution

» DON’T — Delete or change the Check Description

field on Accounting Lines. DO copy the Check

Kentuckiy™
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Cycle Reconciliation

» DO — Reconcile Cycle Totals
> VIS File Extract

»Reconcile Company Billing Report within VIS
against Pcard Monthly Settlement Report within
infoAdvantage
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Official Paperwork

» Authority Delegation Agreement

» Completed when a Program Administrator is
changed (not Site Admin)

» (GCOK Procurement Card Site Agreement
» Used to set up a new PCard Site

» PNC Agency Site Agreement

» Complete when Program Admin, Site Admin,
Site Address, or Site Limits Change

Kentuckiy™

UNBRIDEED SPIRT -



Official Paperwork

» VIS Access

» Complete when approver changes or user id
needs to be discarded

» Custodial Card Request

» To be completed when a custodial card is
requested for your site

» Employee Usage Agreement

» All cardholders/custodians/contractors with
access to a PCard (kept on file at site)

Kentuckiy™
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VIS Passwords

>

If user is unable to access the VIS website
due to inactivity or they have forgotten
password. Instruct them to e-mail

Io request a
password reset.

We prefer the request come from the user
not the administrator.

Passwords will not be sent to anyone other
than the user.
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Who Noticed???

We supplied COK card numbers to what
vendor that gives us 5% discount for using
the PCard?

Who can answer.....anyone notice on their
receipts?
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Balanced?

e PCard Professionals

A

\

N

Are always in Balance

If you are not balanced....You need to get busy
on reconciling! Contact Ramonda for help.
If you have been out of balance for longer than
6 months you may be required to set up a
meeting with Ramonda to go over how you are
going to resolve the issue.

e
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Who to Contact?

- Cardholder Resources

- Lost or Stolen Card - PNC
Immediately 1-800-685-4039

- Decline Information - PNC

- Dispute Inquiries - PNC

- VIS Password Resets - CRC

If VIS users receive any errors trying to logon most (if not
all) can be resolved by requesting a password reset.
Please have the user request the password themselves
(unless they do not have e-mail) please do not request
it for them.
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Who to Contact?

> _Any PCard Concerns

Administrator Resources
Customer Resource Ctr

Phone 502-564-9641 Toll Free 1-877-
973-4357

Email
s VIS Site Issues

% PRC2 Errors or Questions
< Site Changes

Kentuckiy™
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Who to Contact?

Administrator Resources

- PNC Program Admin Hotline
Phone -1-877-824-5001 option 4
Email - pcard@pncbank.com

< Dispute Information

% Decline Information

X Statement Requests

& Lost/Stolen Information

% Balance Inquiries

TR
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Commonwealth of Kentucky
Agency User Group
October 28, 2008
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Agenda

v General overview of the Market place

v' Program statistics

v Best practices for Purchasing Card programs
v How a Commercial Credit card is authorized
v Credit card fraud overview

v Visa Information Management (VIM) review /
updates

v VIM User ID - Common reasons an ID is
disabled
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According to the 2007 Global Commercial
Payment Cards survey, top priorities for
organizations improving their Purchasing Card

Programs are...

v'86% want to reduce administrative costs for lines of business

v'62% want to ensure auditable procedures, controls, and fraud
protection for internal and external processing

v'55% want to increase timeliness, accuracy, and completeness of
spend data captured for analysis

v'48% want to increase volume of transactions and dollars through
their program

Source: Global Commercial Payment Cards, 2007
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Commonwealth of Kentucky 2006 and
2007 Fiscal Year Spend

v 2006 Fiscal year spend - $43.5M = 2006 Fiscal Year
‘/2007 Fiscal year spend - $40M —2007 Fiscal Year
$5,000,000
$4,000’000 7 VW
$3,000,000 M\/
$2,000,000 -
$1,000,000
$' T
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Purchasing Card Best Practices

v Strong and continuous management support of the Commercial Card
program

v Conduct on going training and employee support

v Establish spending parameters and card controls; target vendors for
Purchasing card program

v Reviewing purchase requisition traffic to identify employees that
need cards

v Create cardholder polices and procedures, mandate and enforce use
of the Purchasing cards for eligible purchases

v Commonwealth of Kentucky collaborates with PNC, the purchasing
card issuer, on an ongoing basis

v Continue to review updates and enhancements for the Visa
Information Management application

v Develop specific and measurable goals and objectives and monitor
and evaluate program

Kerttucky™ EPNC



Commonwealth of Kentucky
Best Practices

v Sharing knowledge among agencies

v' Through discussions both during the conference, and afterwards
v Maximizing automation through technology

v' EMARS and Visa Information Management (VIM) applications

v' Learning about recent upgrades and enhancements to applications

v' Identifying common goals for the Commonwealth of Kentucky’s
Purchasing Card program

v' Cost savings
v' Controls
v" View spend reports for budgeting purpose

v Complete monthly reconciliation process by using reports provided
from EMARS and VIM

v' Additional approved vendors to begin paying with the Purchasing Card
v Utility vendors
v' Cardinal Office Supplies
v' Copiers Lease
v' Gordon’s Food Service

Kentucky™ ZPNC
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How a Credit Card Transaction is Authorized

WN =

company

0O~NOO O

. Buyer provides commercial credit card number to the vendor
. Vendor requests authorization from acquiring bank
. Acquiring bank sends authorization information to credit card

. Credit card company forwards request to issuing bank
. Issuing bank approves or declines request

. Credit card company sends authorization response to acquiring bank
. Acquiring bank sends authorization response to vendor

. Vendor completes transaction based on authorization response

Step 8 Step 7
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Acquiring
Bank

Step 3

Step 6

Step 5

Step 4
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Transaction Flow Process for Commonwealth
of Kentucky Purchasing Card Program
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V,SA —> @ PNC el 152 Information Management

Transaction updated to VIM

Transactions Transaction

- Supplier fills processed posts to PNC
submits order order and via Visa
and presents
Pcard for processes network l
t payment @ PNCBANK
paymen against Pcard o =
Cardholder
reviews
transactions;
= - documents
purpose and
Cycle end e
consolidated description
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Reconcile PNC
cycle bill with Batch created Program Administrator Manager
EMARS cycle & exported reviews & reconcile EMARS reviews and
report based upon based oncycle  report with cycle report from approves
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Credit Card Fraud

e \What is credit card fraud?

- Credit card fraud is the unauthorized and deceptive
use of a credit card or its account number for the
procurement of goods or services

e Types of fraud:
Lost
Stolen
Mail Order/Telephone Order
Internet
Skimmed

Kentuckiy™ & PNC



How Does PNC Protect You?

e Monitor card activity and patterns that may indicate a
deviation from normal cardholder spending patterns

e Track and Analyze Fraud Experiences
e Participate in Industry Fraud Focus Groups

e Attend Fraud Symposiums and Risk Seminars to learn
about latest fraud trends and to share experiences in
fraud detection and prevention

e Create new or adjust existing fraud detection strategies
to reflect new fraud experience and trends

Kentuckiy™ @ PNC



Enhanced Fraud Monitoring

e CAMS

— “Compromised Account Management System”
— VISA Fraud Control system

— Developed to notify issuers (ie. PNC Bank) when a

situation involving stolen/recovered or compromised
accounts occurs

— PNC reviews list and evaluates to determine severity
level

e High-risk
— Potential for counterfeit cards to be created
— PNC notifies clients so cards can be reissued

Kentuckiy™ & PNC



What can you do ?

‘/Routinely check that all cards are in your possession
* active vs. inactive cards

‘/Promptly report lost or stolen cards to PNC
(1-800-685-4039) and your Program Administrator

‘/Carefully review monthly statements and promptly
report unauthorized use

‘/Do not provide your card or account number to any one
to make transactions on your behalf

‘/Do not respond to unsolicited e-mails or telephone calls
requesting your card information

Kentuckiy™ @ PNC



VISA Information Management
(VIM)
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Agenda:

eHow to run a File Extract
eHow to run a standard report

eUsing Card Management
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How to run a File Extract:

From the homepage click on Visa Information Source (VIS)

JeBack. - -\_;J - |ﬂ \g ;‘J % I_‘:'I D\j /x-' Search Hj:(’ Favorites -&‘3

J File Edit WVew Favorites Tools Help

W] d

J Address I@‘] https: ffinformationmanagement. visa.com InviteWeb/changehintguestion.action

Home | Ky Profile | Logout

Welcome to Visa Information Management

Messages

5

H
L.
®

Wisa Information Management is scheduled for routine maintenance. This service will not b= availab
the following times: 10/01/2005 01:00 AM {EDT) to 10/02/2005 03:00 PM {ECT). For further information, pleass
contact your financial instituticn.

Services
Maillrox Visa® Supplier Locator
Cata Delivery and Storage Service US Suppliers Welcoming Visa Commercial Cards

Visa Information Source
Spending Management Toole

Kentuckiy™ EPNC
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Choose Data Analysis and File Extract to run an Ad hoc File
Extract.

|©Back-@v @ @ \_;j‘ % @ Tj f/_jSE:anm ‘“;\?‘Favorites @‘ ﬂ S;

| File Edit WView Favorites Tools Help

|Agdress IE https:/fvis.informationmanagement. visa.comVISWeb finvitebridge. action?mode =access j

I—‘-.-'ia'rt other services —;I Home | Ly Profile | Logout

VISA Visa Information Source
o

Home | Inbox | Data Analysis | Cost Allocation

* Scheduled Reports

* File Extracts » Exception Reports
[Vl l-R - WNEY: » Program Administration yapprover, a Company User account |
for DEMC-COMPEM - ey B i b

To navigate within Visa Information Source click a menu link, an icon, or ancther link.

Use of your browser's Back, Forward, and History buttons is not supported and may result in
Errors.

When you are finished with Visa Information Source select another service from the Quick Links
drop down, or click Home in the Visa Information Management control bar to return to Visa Information
Management. You can log out of Viza Information Management by clicking Logout.

Your Action Items

+ Allocated transactions waiting for your approval: 2

| My Account Settings |

E Shortout to extractSummary ., action?MENU_COMMAND =initModule (secure Web site) ’_ ’_ I_ I_ ré_

tuckiy™ G PNC
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Choose Templates Only and click Apply

|@Back - 'Q - \ﬂ \ELI ,_:\J| % L‘lj 3 /..-lj Search "gl'sv‘Favorites &}‘ ﬂ :_,’..

| File Edit View Favorites Tools Help

|Agdress I@ https: ffvis.informationmanagement. visa. com/VISWeb/fileextractfextractSummary . action ?MENL_COMMAND =initModule j

I-Visi‘t other services 'LI Home | My Profile | Logout

VISA Visa Information Source
,‘.-—

File Extract Definitions and Templates Create a Template Create an Extract

Show: | Definitions Only ;l m Sort and Filter

There arl2efinitions and Ternplates mplates.
Templates Only

£Toors -1

Kentuckiy™ G PNC
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Click the Edit icon next to the file extract template that
you want to schedule and save.

/3 File Extracts - Microsoft Internet Explorer provided by Desktop Technologies ?ﬁ =& x|
File Edit View Favorites Tools Help | :f'
@Bad( - -'\;) - @ @ \-h|;)5eard’1 *Favorih&s @| E::i:v :,\.. - '3
F =
Address I@ https://vis.informationmanagement. visa.com/VISWeb/fileextract fextractSummary. action j Go | Links **
I—Via'rt other services - LI Home | My Profile | Logout =

V’ s A Visa Information Source Km&‘-"b

...............

Home | Admin | Inbox | Data Analysis | Cost Allocation |

File Extract Definitions and Templates Create a Template Create an Extract
Show: | Templates Only = Sort and Filter
| Options Name = Extract Type Schedule g::; G Format
O Q @ *Final Allocation Report Accounting Ewxcel

|| Q @:‘ *Test Transaction Report Ad Hoc Excel

El q @ *Unallocated Transaction Report  Ad Hoc Excel

L I - Select Action - 'I E * Template

It is recommended that you run either the Test
Transaction Report or the Unallocated Transaction
Report prior to running the Final Allocation Report.

This will allow you to see any transactions that have
not yet been allocated and approved.

Kentucky™ ZPNC
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Enter an Extract Name at the top of the “"Define a File
Extract” page.

I-‘-.-’isit other services -;I Home | Ly Profile | Logout

VISA Visa Information Source

]
Home | Inbox | Data Analysis | Cost Allocation Help

Define a File Extract

Data Restrictions

Organization: JHG (Mode: 10000000, Effective Date: 06/13/2002) -
]

Card Account: |AII Card Accounts

Specify the Extract

Extract Type™: Ad Hoc

Extract Name™: |

Ewtract Description:

K

Format™: IExCEI ;l T compress
Extract Options

Transactions to include™: IAII Transacticns ;I
Column Heading Format™®: |De5cri|:uti'.'e Mame ;I

Custom file header/trailer

Uze custom header/trailer: No | =

Custom File Header: |

Custom File Trailer: I

Extract Fields

Options Field Format
L]
9 —bz Last Mame

E] pone TOrTE

Kentuckiy™ G PNC
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Click the Schedule button at the bottom of the page.

O © = 2 0| % 00 e sorewe @] 1 -

File Edit View Favorites Tools Help

Address I@ https://fvis.informationmanagement. visa.com/VISWeb/fileextract fextractDispatch. action?command =edit&TEMPLATE _ID =44d6c084e5a6 2530 ?3??53450b6ej E
SCOEreTT rhE reader. T

Custom File Trailer: I

Extract Fields Add Extract Fields

Options. Field Format
2] —'E Last Mame

2] —'E First Name

2] —'E Account Number

2] —'E Supplier Name

@ - MCC Name

2] —'E Transaction Date

(2] —'E Posting Date

2] —'E Billing Amount

& —'E Description

2] —'E Purpose

2] —'E Allocation Allocated by
@ —'E Allocation Approved by
2] —'E Allpcation Indicator

Extract Filters (Optional)

To specify filters, click the Add Filters button above.

*=Required

[“Scheduis [l Concel |

£] bone I I -]

(uckiy™ S PNC
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Choose your Execution Frequency, Time, and Date Range.
Click Save.

JOBBd(va |ﬂ @ \ih‘ % |_|kj Dd ;jSearch ‘gnt(Fauorites @‘ ﬂ :;

J Eile Edit Wiew Favorites Tools Help

J Address IQ:I https: ffvis.informationmanagement. visa.com/VISWeb fleextract/extractEdit. action j

|—\.-’i5i‘t othsrzsrwic&a—;l Home | My Profile | Logout

VISA Visa Information Source

,___.—
Home | Inbox | Data Analysis | Cost Allocation Help

Schedule a File Extract > sample name

Extract Schedule

Execution Frequency *: IDne Time vl
Run on Date *: [ns/z8/2005 |

Execution Time™: ' Run Now
€ select Time [28 =] [13 =] hhimm

Select Extract Dates

Select Extract Dates By™: |Ei||ing Feriod ;I

Select the First Billing Period™*:

Mumber of Billing Periods to
Include™:

*=Required

&]oone . . - . . sl

Kentuckiy™ G PNC
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You'll return to the File Extract menu.

@Bad( - O - |ﬂ @ _b‘ x Ll:] D\j /:jSEBrdﬂ :{:":(Favorites @‘ l‘j :},

File Edit Wiew Favorites Tools Help

i I@ https://fvis.informationmanagement, visa, com N ISWeb fileextract fextractSummary . action?MENU_COMMAND =initModule j

- Vigit ether 2ervices —;I Home | My Profile | Logout

VISA Visa Information Source

e
Home | Inbox | Data Analysis | Cost Allocation Help

File Extract Definitions and Templates Create a Template Create an Extract
Show:! IDefinitions Only ;l m Sort and Filter
I Options Name = Extract Type Schedule w Format
- q @ sample name Ad Hoc One Time Ewcel

I Select Action - 'i E * Template

Q Shortrcut to extractDispatch.action Pcommand=schedule &aTEMPLATE _ID =44d6c08 4255625308 78775 34a0b6e41425d 773d 4c 7d FF&SCHEDULE _ID =44dbc E

entuckiy™ B PNC



Click Inbox and click on the download icon next to the File
Extract that you've just Scheduled.

Jeﬂad( - IO - \ﬂ @ _}J| % Llhj D\j /:j Search ‘f?:(Fa\torites ﬁ‘)‘ ﬂ L‘“—?"

J File Edit View Favorites Tools Help

J*'-\ddl'ess I@ https: ffvis.informationmanagement. visa. com,/VISWeb report/finbox. action ?MENU_COMMAMD =initModule &command=view j

|- vistt other services - = Home | My Profile | Logout

VISA Visa Information Source
]

Home | Inbox | Data Analysis | Cost Allocation

Inbox
Show: IItems completed successfully ;l m
| | Options Instance Name Run Date ~ Expiry Date Report Tvpe
Adhaoc File
(| SaQ & sample name.xls 09/28/2005 11/01/2005 i
A
O é geolf;i;gopcdf 05/28/2005 11/01/2005 Cost Allocation

b [~ Select Action - =] [

Note: It may take several minutes for the file
extract to appear in you inbox.

Kentuckiy™ B PNC



Sample File Extract (the Excel Spreadsheet was wrapped
to fit on the slide)

LAST NAME FIRST NAME ACCOUNT NUMBER SUPPLIER NAME MCC NAME TRANSACTION DATE POSTING DATE
MIAO CHANG 4199920000000015 |COMPUTER NATION |COMPUTERS/PERIPHERALS/SOFTWARE  09/04/2002 09/04/2002
MIAO CHANG 4199920000000015 | BLACK ANGUS EATING PLACES/RESTAURANTS 09/03/2002 09/03/2002
MIAO CHANG 4199920000000015 'DENNYS EATING PLACES/RESTAURANTS 09/01/2002 09/01/2002
BILLING AMOUNT|DESCRIPTION PURPOSE ALLOCATION ALLOCATED BY

53.22| This is a sample Description. This is a sample Business Purpose. Demo, Kentucky

93.34 Dinner for Mr. Smith, Ms. Jones, and Mr. Thompson | Attending Annual Conference Demo, Kentucky

327.78 Breakfast 50 Agency Coordinators attending training 'Demo, Kentucky

ALLOCATION APPROVED BY |ALLOCATION INDICATOR

Approver, Kentucky ALLOCATED AND APPROVED
Approver, Kentucky REJECTED
PENDING

Kentuckiy™ PNC
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Standard VIS Reports

Within VIS, go to Data Analysis and select one of the report
categories (Exception Reports, Program Administration,
Spending Analysis) and select the report you would like to run.

a Visa Information Source - Microsoft Internet Explorer provided by Desktop Technologies ' ﬁ = | = Iil

File Edit WView Favorites Tools Help | .4&-

@Bad( - -'\;J - |ﬂ @ \'_;j |/.:_) Search ‘i‘\'{‘Favorites @| ?:q'::v .,; - ﬁ

Address I@ https: ffvis.informationmanagement. visa.com/VISWeb/comman/visHome . action?MENL_COMMAND =initModule j Go | Links *

lllllllllllllll

]
tion Source. You are logged in as cokylkesney, a T ! |-I
OF KENTUCKY (NODE. METRBCAIAL (AT B

Kentucky™ ZPNC
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Cost Allocation report: will show you the current allocation
status of transactions

3 Program Administration - Microsoft Internet Explorer provided by Desktop Technologies g =1
Fle Edit View Favorites Tools Help | 'l'r
iy [ [~ = e ) e Rl
Qs - © - 1] [ (] Pt Jromns @[3 1L 5 B
Address I@ https: ffvis.informationmanagement, visa, com/VISWeb runreport. action?categoryld = 398analysis Type =647&MENU_COMMAND =initModule j Go | Links **
E

- izt other services - »

Home | My Profile | Logout =

V’ s Visa Information Source Kﬂ(ﬂ{(’fy’" =

UNDRIDLED S8

Home| Inbox | Data Analysis| Cost Allocation | | My Settings| Help

Program Administration

Choose the type of analysis to perform

Type of Analysis*: |C05t Allocation ;I QView Report Description

Restrict your reporting to

Organization®: ICOI'\r'II\r'ION'\"-'EALTH OF KENTUCKY (NODE (Node: 10057599, Effective Date: 2005-08-25) ﬁ

Card Account™: |t ?

Reporting Cycle*: IEiIIing vl Start Period: I{Star‘t period= vl End Period: I{End period= 'l

Choose from the following report parameters
Allocation Status™: Coal i Selected

Allocation Status Selected

Allocated and Approved

*=required

T ETE BT

[i€] Done [T T T [5B[4 mntemnet

fuckiy™ ZPNC
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Select the card account (or leave on all), the date range,
and the allocation status (or leave on all):

V’ s Visa Information Source Km&‘-”b

uuuuuuuuuuuuuuu

Home | Inbox | Data Analysis | Cost Allocation | | My Settings | Help

Program Administration
Choose the type of analysis to perform
Type of Analysis*: ICost Allocation ;I QView Report Description

Restrict your reporting to

Grganization™: ICOI\f'II\f'ION'n."u'EALTH OF KENTUCKY (NODE (Node: 10057599, Effective Date: 2005-08-25) ﬁ
Card Account™: IAII ?

Reporting Cycle®: IBiIIing vl Start Period: |<Star‘t period=> vl End Pericd: |<End period> 'I

Choose from the following report parameters
Allocation Status™: :

Then click one of the following:

View - to view the report on-line
Send - to send the report to your inbox to download it
Schedule - to schedule the report to run on a recurring basis

Kentuckiy™ G PNC
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Viewing the report on-line:

Cost Allocation
Pending

o S5end to Inbox

Cardholder Name Card Account No.

Company:
Card Type:
Organization:
Card Account:

Cycle:

DEMO—COMPANY —PURCHASING
Purchasing

HC

All card accounts

Billing from 06/13/2002 to 10/12/

Close Report E

Allocation Status Allocated by

Approver

Trans Date Supplier Name Trans Amount Net Amount Tax 1-POS Tax 1—-from Tax 2—-POS Tax 2—from
Cardholder Cardholder
Posting Date MCC Code, MCC Description
Customer Code (CRI)
Allocation Information
Line Item Description
Split Description % Allocated Allocated Amt Tax1 Tax2
Allocated to
Allocation Description
MIAQ, CHANG B0 XX 0000 0015
PENDING Demo. Kentucky
07/04/02 CORNER PUBE 54.32 534.32 0.00 0.00 0.00 0.00
07/04/2002 5812 BARS/TAVERNS/LOUNGES/DISCOS
1 100.00% 34.32 0.00 0.00
Lunch|Working Lunch for Department
Lunch|Working Lunch for Department
Allocation Totals 100.00%: 34.32 0.00 0.00
PENDING Demo, Kentucky
og/o01/02 DENNYS 327.78 327.78 0.00 0.00 0.00 0.00
09/01/2002 S212 EATING PLACES/RESTAURANTS
1 100.00% 327.78 0.00 0.00

Breakfast|30 Agency Coordinaters attending training




Sending report to Inbox

4} visa Information Source: Save Online Report - Microsoft Internet Explorer provided by Desktop Technologies o _-j 9] =l
Flle Edit View Favorites Tools  Help | L
Q- @ - %) B (] P Joroos @ (- 25 -8
Address I@ https://vis.informationmanagement. visa.com/VISWeb programadmin.action j Go | Links **
Home | My Profile | Logout =
Visa Information Source K A
VISA ertuckiy”

Home | Inbox | Data Analysis | Cost Allocation | | My Settings | Help

Save the Report: Cost Allocation

Save the Report

To save your repo r‘t a file, r a report name, choo fI ty'p d ele r deliv pt . Click the S ave button
When complete, your repo r‘t || b nt to th | cte d d | option. You d wnlo d d pri t it from ther:

Report File Name* I
Report Format™®: ¥ POF (Acrobat) file © ¥LS (Excel) file
Send To™: ¥ Inbox ' E-mail Recipient

[ When the report is ready, notify me at name@email.com

eName the report

eSelect either PDF or Excel format

oClick button next to Inbox

eCheck box if you would like to be notified via email when your
report is ready to be retrieved from your VIS inbox

oClick Save

Kentucky™ ZPNC
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Retrieving report from Inbox

a Inbox - Microsoft Internet Explorer provided by Desktop Technologies Ig = |ﬁ' |1|
File Edit WView Favorites Tools Help | -:,"'
Py G S . 3
Qe - ) - %] 2] \-_;j‘f.)Seardﬂ S Favorites @‘ - iz S, §
Address I@ https:/fvis.informationmanagement. visa.com/VISWeb/report/inbox.action ?MENU_COMMAND =initModule &command =view j B4 Go ||-iﬂk5 =
Home | My Profile | Legout =

V' s Visa Information Source Km&?"}

uuuuuuuuuuuuuuu

Home| Inbox| Data Analvsis| Cost Allocation | | My Settings| Help

Inbox

Show: |Item5 completed successfully ;I

o Options Instance Mame Run Date * Expiry Date Report Type
O & Eg;toﬁ”;;?m” 08/01/2007 09/04/2007 Cost Allacation

I Select Action - 'I E

Click on Inbox in the black bar. Once the processing of the
report is complete it will appear.

Note: it may take several minutes for processing to complete.

Click on the download icon é to either open or save the report

Kentucky™ ZPNC
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Scheduling a Report

V’ s Visa Information Source KWM o

uuuuuuuuuuuuuuuu

Home | Inbox | Data Analysis | Cost Allocation | | My Settings | Help

Schedule a Report

Report Scheduling Information

Report Name™: |

Execution Frequency™: ¥ One Time, on date IW
s Daily
s weekly, on day of the week | Sunday
s Monthly, on day of the month lj

s Quarterly /[  annually

Type of Period: |Fis:a| ;I Run | 0 ;I days after period end
 Run I 1 'I days after billing period end

Execution Time™: I].S v"41. vl

Delivery Option™: IE-maiI vl

Select Report Recipients

Select recipients for this report™: Selected recipients:

D
"steve,seger@ky.ngb.army.mil”

202@kih.net

aaron.keatley@ky.gov

aarcnw.mobley@ky.gov
acummings@ket.org =
ada.wesley@ky.gov -
adam.fritzch@ky.gov

adam.humphrey@ky.gov

adam.mcguire@ky.gov LI

*=required

Kentuckiy™

eName the report

eSelect an Execution
Frequency

eSelect an Execution Time
eSelect to have the report
scheduled to be sent to an
email address or your VIS
Inbox

oeClick Save

EPNC



Other Standard VIS Reports
that you may find useful

Company Billing - displays transaction information for your
agencies billing account by completed billing periods only

e Summary - displays consolidated totals

e Detail - displays transaction data for all individual card
accounts in your agency

Supplier Spending - displays spend with all or selected
suppliers

e Summary - displays a summary of transactions sorted by
supplier for the specified period.

eDetail - displays supplier-related transactions by supplier
name then by individual cardholder account.

Kentuckiy™ B PNC



Company Billing (Summary)

VISA Visa Information Source CompanyA BigBank

COMPANY AA
Purchasing

Company Billing Summary
HQ

T All card accounts
All Billing Accounts Billing from 06/13/2002 to 07/12/2002

Purchase Information Account Information

Cardholder Name, Card Account No.

Period Ending Purchases Credits Payments Other Starting Balance Past Due Amount Unaccounted

Monthly Limit Charges Ending Balance Disputed Amount Difference

MILES, PETER MK XX XXX 0001

07/12/2002 45,744.90 (6,400.00) (250.00) 8,150.00 20,000.00 50.00 23,348.20
100,000 45,396.70 1,000,00
Subtotals 45,744,90 (6,400.00] (250.00) B,150.00
Totals 45,744,350 (6,400.00) (250.00) 8,150.00

Mote:If there is a non-zero amount in the Unaccounted Difference fisld, then the sum of the transactions plus fees/past due amounts/etc, doss not equal the Ending Balanca.

Company AA message
Welcome to VISA Information Source!

- End of Report -

Kentuckiy™ PNC
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Company Billing (Detail)

VISA Visa Information Source CompanyA BigBank

Company: COMPANY AA

Company Billing Detail Card Type: Purchasing

Organization: (]
Card Account: All card accounts
Cycle: Billing from 06/13/2002 to 07/12/2002

All Billing Accounts

Billing Account
Billing Period End Date

Cardholder Name Card Account No. Department
Transaction Date Posting Date Transaction Amount Supplier Name
Supplier Location
Totals for MILES, PETER XXX OO0 KO001
Period Ending 07/12/2002
SMITH, BARRY FOGOK X000 00K 0002 SALES {20000000)
06/13/2002 as/18/2002 3,000.00 AIR FRANCE
06/14/2002 06/17/2002 500.00 AMERICAN
UsS, SAN MATED CA
06/15/2002 05/18/2002 250,00 AMERICAN
US, SAN MATED CA
06/16/2002 0&/15/2002 {1,000.00) AMERICAN
US, SAN MATED CA
06/17/2002 05/20/2002 (750.00)  AMERICAM
Us, SAN MATED CA
06/21/2002 0&/21/2002 30.00
06/22/2002 05/22/2002 25.00
06/23/2002 05/23/2002 500.00 WUNITED
US, SAN FRANCISCO CA
07/01/2002 07/01/2002 50.00 AUTCMATED TELLER MACHINE

LS, WALNUT CREEK CA

(uckiy™ S PNC
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Company Billing (Detail) cont.

Billing Account

Billing Period End Date

Cardholder Name

JACOBS, PEDRO

Card Account Mo,

Transaction Date

O X000 KK 0014

Posting Date

Department
Transaction Amount

SALES (20000000)

Supplier Name

Supplier Location

07/01/2002 150,00 CIGAR STORE
LS, WALNUT CREEK CA
07/03/2002 166.00 CIGAR STORE
US, WALMNUT CREEK CA
A7/04/2002 1032.00  WINCHELLS DONUTS
US, WALNUT CREEK CA
Totals for JACOBS, PEDRO XHXX XX XXKK 0014 419.00 2 Transactions
MARKS, JASON O HOOO0 KK 0013 MARKETING (30000000)
07/01/2002 567.78 CINDERELLA SHOES
LS, WALMUT CREEK CA
Q7/03/2002 33.34 BLACK ANGUS
US, WALNUT CREEK CA
07/04/2002 54.32 CORNER PUB
US, WALNUT CREEK CA
Totals for MARKS, JASON XXX X¥XX XXXX 0015 655.44 3 Transactions
TAYLOR, DAMON OO M KK 0016 HR (40000000}
07/01/2002 55.41 OFFICEMAX
US, SAN FRANCISCO CA
07/03/2002 167.85 OFFICEMAX
US, SAN FRANCISCO CA
07/04/2002 200.00 JOES PUB
LS, WALNUT CREEK CA
Totals for TAYLOR, DAMON 300 XX XXX 0016 433.26 3 Transactions
Totals for Period Ending 07/12/2002 40,738.80 127 Transactions
Totals for MILES, PETER MXX0O0COOOOCK0001 40,738.80 127 Transackions
Grand Totals 40,738.80 127 Transactions

L
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Supplier Spending (Summary)

VISA Visa Information Source

Company: COMPANY AA

Card Type: Corporate
Supplier Spending Summary Organization: HQ

i Card Account: All card accounts

All Suppliers Cycle: Billing from 06/13/2002 to 11/12/2002

Sort by: Supplier Mame - Ascending (default)

Transactions Purchase Information Fiscal Year to Date
Supplier
Supplier Location Count wWith Purchases Credits Net Amount Awvg Amount Purchases Credits
Detail
7 0 1,778.00 0.00 1,778.00 254.00 0.00 0.00

Us, UNIT
1-800-FLORIST 1 0 145.00 0.00 145.00 145.00 0.00 0.00
US, ATLANTA GA
AIR CANADA 2 2 2,360.00 0.00 2,360.00 1,180.00 0.00 .00
CA, WINNIPEG ME
AIR FRANCE 2 2 6,000.00 0.00 6,000.00 3,000.00 0.00 0.00
FR, PARIS FRAN
AMERICAN 8 8 1,500.00 (3,500.00) (2,000.00) (250.00) 0.00 0.00
Us, SAN MATEC CA
AVIS RENT-A-CAR 26 26 3,992.40 0.00 3,992.40 153.55 0.00 0.00
US, SAN FRANCISCO CA
BANK OF THE WEST 7 0 94319 0.00 Q43,19 134.74 0.00 0.00

Us, WALMUT CREEEK CA

BAMNK OF THE WEST 7 0 927.19 0.00 92¥.10 132.46 0.00 0.00
UsS, WALNUT CREEK CA
BAMNK OF THE WEST
Us, WALNUT CREEK CA
BLACK ANGUS 4 0 346.68 0.00 346.68 86.67 0.00 0.00
Us, WALNUT CREEK CA

]
o]

1,317.32 0.00 1,317.32 188.1% 0.00 0.00

Supplier Spending Summary - All Suppliers th 0401572004 10:59 AM Page 1of 5

Kentuckiy™ PNC
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Supplier Spending (Detail)

VISA Visa Information Source

Company: COMPANY AA
Supplier Spending Detail Card Type: S

Organization: HQ
All suppﬁm Card Account: A!I _{:ard accounts

Cycle: Billing from 07/13/2002 to 09/12/2002
Supplier Trans Date
Supplier Location Cardholder Name Card Account No. Posting Date Reference No. Trans Amount
1-800-FLORIST 09/04/2002
Us, ATLANTA GA GABLES, MARVIN K¥¥X 9100 0000 0012 09/04/2002 58564450151316055454471 145.00
AVIS RENT-A-CAR 07/18/2000
US, SAN FRANCISCO CA SUAREZ, BENITO HK¥¥¥ 9100 0000 0004 07/21/2002 51564450151316055454406 150.00
AVIS RENT-A-CAR 07/11/z00z2
Us, SAN FRANCISCO CA SUAREZ, BENITO K¥X¥¥ 9100 0000 0004 07/13/2002 41564450151315055454405 150.00
AVIS RENT-A-CAR 07/13/2002
US, SAN FRANCISCO CA SUAREZ, BENITO K¥¥X 9100 0000 0004 07/14/2002 41564450151316055454406 150.00
AVIS RENT-A-CAR 07/13/2002
US, SAN FRANCISCO CA SMITH, RUSS KX 9100 0000 0006 07/13/2002 41564450151315055454411 150.00
AVIS RENT-A-CAR 07/18/2002
US, SAN FRANCISCO CA ANDERSON, BILL X¥X¥X 9100 0000 0005 07/18/2002 41564450151316055454410 150.00
AVIS RENT-A-CAR 07/18/2002
US, SAN FRANCISCO CA DOE, JASON K¥¥X 9100 0000 0007 07/17/2002 41564450151316055454415 150.00
AVIS RENT-A-CAR 07/18/2002
US, SAN FRANCISCO CA SMITH, RUSS ¥¥¥X 9100 0000 0006 07/17/2002 41564450151316055454413 150.00
AVIS RENT-A-CAR 07/19/2002
US, SAN FRANCISCO CA SUAREZ, BENITO K¥X¥¥ 9100 0000 0004 07/21/2002 51564450151315055454407 150.00
AVIS RENT-A-CAR 07/20/2002
US, SAN FRANCISCO CA SMITH, RUSS XXX 9100 0000 0006 07/20/2002 51564450151316055454412 150.00
AVIS RENT-A-CAR 07/25/2002
US, SAN FRANCISCO CA ANDERSON, BILL KXX¥X 9100 0000 0005 07/25/2002 51564450151316055454411 150.00
AVIS RENT-A-CAR 07/25/2002

Supplier Spending Detail tt 04/15/2004 11:04 AM Page 1of 8
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Card Management

Click on Card Management from the Homepage

Home | Ky Profile | Logout

Welcome to Visa Information Management

Messages

B LA L R L L}

Visa Information Management is scheduled for routine maintenance. This service will not be availakle during
the fellowing times: 100/01/2005 01:00 AM {(EDT) to 10/02/2005 02:00 PM {EDT). For further informaticn, pleasd
contact your financial institution.

Services

Card Management Visa Information Source

Card Program Maintenance Tools Spending Management Toolz

IMaillrox Visa® Supplier Locator

Data Delivery and Storage Service US Suppliers Welcoming Viza Commercial Cards

& 2002 - 2005 Visa. All rights reserved.

Kentuckiy™ PNC
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Card Management Main Menu. Select Card Management.

Visit other services = Home | My Profile | Logout

VISA Card Management & PNCBANK

Home | Card Management | Audit Report Help
Card Management Home User ID: kentuckycardmgmt

Welcome to Card Management. You are logged in as a Comipany Administrator.

To begin using Card Management:
Choo=e any function from the navigation bar. For detailed infermation and inztructionz, click Help.

To navigate within Card Management:
Click a nawvigation bar link, an icen, or a button. Use of your browser's Back, Forward, and History buttonz iz not upported and may rezult in errors.

When you are finished with Card Management:
Select another zervice from the Quick Linkz drop-down lizt, or click Home in the Viza Information Management navigation bar to return te Viza Information
Management. Click Logout to leave Viza Information Management.

& 2003 - 2005 Viza. All rights reserved.

Kentuckiy™ PNC
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Search for card by name or account number. Click Go.

Visit other services = Home | My Profile | Logout

VISA Card Management S PNCBANK

Home | Card Management | Audit Report Help

Search Card Account User ID: kentuckycardmgmt

Edit Hierarchy Node Data

Last Mame First Name Account Number

Gnl Reset |

B 2003 - 2005 Viza. All rightz rezerved.

Kentuckiy™ S PNC
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Ke

The Card Accounts Display.

VISA Card Management

—

Home | Card Management | Audit Report

Search Card Account

Last Mame

First Name

I Visit other services

Account Number

=l Home | My Profile | Logout

(2 PNCBANK

Help

User ID: kentuckycardmgmt

Edit Hierarchy Node Data

Options
QXS
QEX3
QXS
QEX3
QE XS
QXS
QEX3
QE XS
QXS
QEX3
QE XS
QXS
QEX3
QE XS
QXS

— ¥ hE ==

Cardholder Hame

. CASPER

» TEST

ACCOUNT, TEST
CARDHOLDER, IMA

COMNNOR, CHRISTINE

CORP, PROCARDTEST

DHOE, JOHN

DOE. JOHN
GODMOTHER., FAIRY
LACHEY, NICK
LASTMAME, FIRST
NAME, CARDHOLDER
SAMPLE, JUNIOR
SAMPLE, JUNIOR

SAMPLE, JUNIOR

Account Humber

EEEFEETENITI0019
FEEFEEEENR2155837
FEEFEETXNITILER2
EEEEXXEL)D2TTL4T0
FEEEFFEF(Z] 55845
FEFEFFEFFOR {55795
FEEEEEEEQR2TS5TO13
EREEEEEENIT59389
FEFFFFFF)2155829
FEXEXEEENP581925
#REEEEEXNI729951
FEFFFFFF)2586049
FEEEEXEEQR2TST046
#REEE*EX03785870

FEETEFE02797 904

EI Reset |

\;\&

UNBRIDLED SPIRIT y
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O, View Card Account

View Card Account: 2730013 Cardholder ; , CASPER

[(Source ; Card Megnagement ) Last Updaba: os/zsizees & Edit Card Account
Caranolasr Date

Q000000000
Q000000000

Qo000

Fa
e

o

043000055

G30000000003000

Allecation Dat
&L Sub astount Code

Lccount Limits

Carnd Limit i]

Casn Adwance LimR[3 a

Lccount 3Etus

Acoun W
Groups Deta
Autnorizaticn Deta
Yas Yas
Yag 10
1] o
1] o
1] o
1] o
5]

ckY S PNC
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Close Card Account.

Visit other services =] Home | My Profile | Logout

VISA Card Management S PNCBANK

Home | Card Management | Audit Report Help

Confirm Clese Card Account: 02730018

You are about to close the Card Account: === 02730019,
Click Continue to confirm account closure, or click Cancel to return to the Search Card Account page.

Continue Cancel

B 2003 - 2005 Viza. All rightz rezerved.
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= Request replacement Plastic

| visit other services =l Home | My Profile | Logout
VISA Card Management
pl—ta- (2 PNCBANK
Request New Plastic for: ****02730019 User ID: kentuckycardmgmt

Current Date : 09/29/2005 5:27 PM, EDT
Cardholder Data

Cardholder Name: . CASPER
= Number of Cards:; |1

Delivery Information

= Delivery Option: Normal Delive 'I

Deliver Plastic to Alternate Address: |

Addresz 1:

City:

Address 2: I

State/Province:

Postal Code: I

Add Comments:

* Required Information. Submit I Cancel Reset

2 2002 - 2005 Viza. All rights rezerved.

Kentuckiy™ PNC
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,{,i Edit Card Account

| visit other services | Home | My Profile | Logout

VISA Card Management S PNCBANK

Home | Card Management | Audit Report

Help

Update Card Account: = 02155837 Cardholder: , TEST

Select the segment you wish to Edit.

I a

[T Aceount Information

|- Account Authorization

Mext

2 2003 - 2005 Viga. All rights reserved.

Account Information - General info on the account:
Name, Address, Expiration Date, SSN, Spending Limit

Account Authorization - More detailed restrictions: Daily
Limit, Single Transaction Limit, MCC Restrictions

Kentudkiy™ S PNC



Ke

* Address

Editing Account Information
Click the refresh icon € to update view to real-time

Update Account Information: *****02155837

(Source : Card Management )

You cannot report an account lestistolen within this website. Please call the 24x7 customer service number at the financial institution if you need to report

an account lost/ztolen.

Cardholder Data

Short Hame :

*MName Line 1:

Name Line 2:

=

Address 2

* City
* State/Province:
* Postal Code:

* Expiration Date:

E-mail Address:
Employee ID:
Work Phone:
Home Phone:
Date of Birth:

Social Security Number:

* Number of Cards Requested:

* Number of Cardz To Reizzue:

Tranzit Reuting Number:
DDOA:
Allocation Data

G/L Sub-account Code:

Account Limits

* Card Limi:
=7 .

Last Updated: 09/28/2005 &

TEST

ITEST* For example: Jane®Dhoe, Jane C*Dhos
|GENERIC ACE TEST COMPANY"  For example: ABC Company™

[PNC FIRSTSIDE CENTER
[500 35T AVE

[AUSTIN

]

[787380000

[o6/0172007 | [0 amwaaiyyy)
|

[1234567

IDUDUUUUUDD
IDEIEIEIDDDDDD
[o1/01/7950 Wiiddivyyy)

IDUUUUUUDD {last 4 digitz uzed for card activation)

—
—

043000058
00000000000000

Cardholder: , TEST

|‘I4‘|EIIJ 007300 7139

|1ﬂ

entuckiy™
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Source changes to Real-Time and all fields populate.
The current day’s date will appear next to Last Updated (to

the left of the refresh icon)

I lisit other services

VISA Card Management
ey

Home | My Profile | Logout

(2 PNCBANK

Home | Card Management | Audit Report

Update Account Information: *******02155837

{Source : Real-Time )

Last Updated: 09/29/2006

Cardholder: , TEST

“ou cannet report an account lost/stolen within thiz website. Pleaze call the 24x7 customer service number at the financial institution if you need to report

an account lost'stelen.
Cardholder Data
Short Name :

* Name Line 1:

Name Line 2:

* State/Province:
* Postal Code:
# Expiration Date:
E-mail Address:
Emplayee ID:
Work Phone:
Home Phone:
Date of Birth:
Social Security Number:

# Number of Cards Reguested:;

* Number of Cards To Reizsus:

Tranzit Reuting Number;
DD
Allocation Data

TEST

|TEST

[PNC FIRSTSIDE CENTER
|5003ST AVE

JAUSTIN

]

[787380000

[o6/0172007 | [T amwsaanyyy)
|

[1234567

[000000000 |
[Fo00000000

[orminsse | B amssonyyy)
IM (last 4 digitz used for card activation)

ID

ID

042000096
00000000000000

For example: Jane®*Dhoe, Jane C*Dhoe

[GENERIC ACE TEST COMPANY"  for example: A5¢ Company™

B
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Scroll to the bottom of the page to change Spending Limit.

Gl IuTILS.
* Postal Code:
* Expiration Date:

E-mail Address:

Employee ID:

Work Phone:

Home Phone:

Date of Birth:

Social Security Number:
*= Number of Cardz Requested:
* Mumber of Cards To Reissue:

Transit Routing Mumber:
DOA:
Allocation Data

G/L Sub-account Code:

Account Limits

# Card Limit:
Future Card Limit:

* Caszh Advance Limit(%):

Account Status

Account Status:

* Required Information.

[

[757350000
[o6/01/2007 (MtiddAyyyy)
|

|1234567

[Go00000000 |

[oos0000000

IW (MMidd iy}

|ﬂﬂﬂ'ﬂﬂ'ﬂ'ﬂﬂﬂ {last 4 digitz uz=d for card activation}
|ﬂ—

Iﬂ—

043000095
00000000000000

{14100 007900 7139

T
—

|5EI { Pleaze allow 24 hours fer update)

=

MNext Cancel

Effective Date: I

EPNC



You can make Spending Limit change temporary by
entering a Future Limit and Effective Date.

* Poztal Code:
= Expiration Date:
E-mail &ddress:
Emploves ID:
Work Phone:
Home Phone:
Date of Birth:
Social Security Number:
* Number of Cards Requested:
* Mumber of Cards To Reissue:

Tranzit Routing Humber:
DDA:
Allocation Data

GiL Sub-account Code:
Account Limits

# Card Limit:
Future Card Limit:

* Cagh Advance Limit(%):
Account Status

Account Status:

* Required Information.

[787330000
[os/01/2007 | [GE]) o)

| 1234567

IDDDDDDDDDD

IDDDDDDDDDD

[proinss | B ammany

M ({last 4 digits used for card activation)
ID—

ID—

043000086
oooooooooooooo

[14100 007900 7139

—
—

1]
|5|:l { Pleaze allow 24 hours for update)

Effective Date: |-| 0/31/2005

[ =

Nextl Cancel

Kentuckiy™
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Enter Comments. Comments will appear on the Audit
Report. Click Done.

Visit other services ;I Home | My Profile | Logout

VISA Card Management S PNCBANK

P
Home | Card Management | Audit Report Help

Add Comment to Cardholder Update: *=* 02155837 Cardholder: , TEST

Update Comments

Add Comments: sample for training

Done I Back | Cancel

@ 2003 - 2005 Viza. All rightz rezerved.

Kentuckiy™ & PNC
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VISA Card Management

i

Home | Card Management | Audit Report

Confirm Account Information: ****=**=02155837

Current Date : 09/29/2005 5:35 PM, EDT

Cardholder Data

Short Hame :
Name Line 1:
Name Line 2:
Address 1
Address 2
City:
State/Province:
Postal Code:
Expiration Date:
E-mail Address:
Employes ID:
Work Phone:
Home Phone:
Date of Birth:
Social Security Number:

Number of Cards Regquested:

MNumber of Cards To Reizsue:

Trangit Routing Number;
DDA

Allocation Data
G/L Sub-account Code:

Account Limits

\;@}\%

UNBRIDLED SPIRIT y

TEST

TEST*

GEMERIC ACE TEST COMPANY=
PNC FIRSTSIDE CENTER

500 35T AVE
AUSTIN

TX
TET380000
06/01/2007

1224887
0000000000
0000000000
01/01/1950
000000000

0

0

043000055
0000000000000

14100 007500 7139

I Visit other services

Confirmation Page appears. Review and scroll to the
bottom of the page. You may want to print this page.

Home | My Profile | Logout

(2 PNCBANK

Help

Cardholder: , TEST

EPNC



Click the Confirm button at the

Address 2

City:

State/Province:

Postal Code:

Expiration Date:

E-mail Address:

Employee ID:

Work Phone:

Home Phone:

Date of Birth:

Social Security Mumber:
Mumber of Cards Requested:
Mumber of Cards To Reizsue:
Transit Routing Mumber:
DOA:

GiL Sub-account Code:

Card Limit:
Future Card Limit:
Cash Advance Limit(% )

Account Status:

Comment:

-

UNBRIDLED SPIRIT y

SUU 351 AVE
AUSTIN

>
787380000
08/01/2007

1224387
ooooo00000
ooooo00000
01011850
ooooooooo

0

0

042000088
ooooooooooonoo

14100 007900 7138

=ample for training

%&
I

bottom of the page.



When you see Congratulations! the change has occurred.

| visit other services = Home | My Profile | Logout

VISA Card Management  PNCBANK

Home | Card Management | Audit Report Help

Confirm Account Information: 02155837 Cardholder: , TEST

Current Date : 09/29/2005 5:36 PH, EDT

Congratulations! Account === 02155337 has been successfully updated.

o]

& 2003 - 2005 Viga. All rightz rezerved.

Kentuckiy™ PNC
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Editing Account Authorization
Click the refresh icon € to update view to real-time

| visit other services = Home | My Profile | Logout

VISA Card Management S PNCBANK

Update Account Authorizations and MCCGs 02155837 Cardholder: , TEST

{Source : Card Management } Last Updated: 09/29/2005

MCC Groups

Update Sequence Action Group Name

| Authorization Data

o ¥ yo W’ PSU7299

O Hao, 2 m PENNSTATA

| Ho. 3 I Mo Action j I 7 Expiration Dats: I .
O Ho. 4 I Mo Action j I ?  Expiration Date: I it
| Ho. & ING Action j I 7 Expiration Date: I

| Ho. 6 I Mo Action j I 7 Expiration Dats: I 1]
O Ho. 7 IN-:: Action j I ?  Expiration Date: I Ezn-l
| Ho. 8 ING Action j I 7 Expiration Date: I Ezn-l
| Ho. 9 I Mo Action j I 7 Expiration Dats: I E;—I

Update Values | Cancel |

& 2003 - 2005 Viza. All rights reserved.

Kentuckiy™ EPNC
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On this screen you can change the Single Purchase Limit,
Daily Limit, etc.
Update Account Authorizations and MCCGsg: === 02757913 cardholder: DHOE, JOHN

Edit "Authorization Data" Value Limits

Use Parent MCC Groups : I~
Monetary Limits
Use Account Lewel Limits : ™ Uss Parent Limits : ™
Single Purchase Limit: I'II:II:I
VWelocity Limits
Use Account Lewvel Welocity - ™ Uss Parent Welocity : ™

Cycls Wolurme: I

Cwycls Amount: I

Daiky Wolums: I

Daiby Lmount: I'II:II:Il

KMonthhy Wolume: I

KMonthh Amount: I

Other Wolume: I

Other Amount: I

Other Humber of Days: I
Other Refresh Date: I /M IAdd )
Other Refresh Date To: I v/ Iidd )

Mext Back I

eMake your update and click Next

eThen enter comments and click Done

eThen review Confirmation Page and click Confirm

e\WWhen you see the Congratulations message your change has occurred

Kentucky™ ZPNC
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Audit Report
Search by Date, Account, Query Type, Status, or User ID.

| visit other services = Home | My Profile | Logout

VISA Card Management S PNCBANK

Home | Card Management | Audit Report Help
Search for an Audit Report User ID: kentuckycardmgmt
From Drate Tao Date Account Number Query Type Status
[ogj29/2005 [EF]| [osize/z008 [ | Any =l jany =
Updated by
| Gul Reset |
Account Humber/ Financial
Hierarchy Hode Institution LTI SIHTNLEE s
09/29/2005  F******%05155837 PNC - 1540 VIM CARD MAINT TEST CO 1940 Update Account Surcess
Information
09/29/2005 FEEFEFFEFO2I15582T BNC - 1940 WIM CARD MAINT TEST CO 1940 View Account Infermation Success

09/23/20035 FEEFFFFFO2155837 PNC - 1940 VIM CARD MAINT TEST CO 1540 View Account Information Succe

09/29/2005  Fr¥Ex*xxgoissgoy PNC - 1540 VIM CARD MAINT TEST CO 1940 View Account Information  Success

09/29/2005  FFEFEFFFFN2730019 PHC - 1540 VIM CARD MAINT TEST CO 1540 Updste Account Success
Information

05/25/2005  FrxEsssspgoregmag PNC - 1540 VIM CARD MAINT TEST CO 1940 Update Account All Success

05/25/2005  FrxEsssspgoregmag PNC - 1540 VIM CARD MAINT TEST CO 1940 View Account Information  Success

E 2002 - 2005 Viza. All rightz rezerved.

Kentuckiy™ PNC
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Audit report detail — red text at top of page includes the date
the account was updated and the user ID that made the update

[visit other services =] Home | My Profile | Logout

VISA Card Management @PNCBANK

Home | Card Management | Audit Report Help

Audit Report - View Account Information: Account Number — . cardmamt
aaaaaaaa 02155837 User ID: kentuckycardmgmt

Date Updated:

Updated by: % ardrmgmt

Jiza Meszage 1D 41859
Cardholder Data

Short Name :

Name Ling 1:

Name Ling 2:

Address 1

Address 2

City:

State/Province:

Postal Code:

Expiration Date:

E-mail Address:

Employee ID:

Work Phone:

Home Phone:

Social Security Number:
MNumber of Cards Regquested:
Number of Cards To Reissue:
Transzit Routing Number:
DDA

Allocation Data

GiL Sub-account Code:

Kentuckiy™ EPNC
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Audit report detail - the field that was updated will be populated
with the update. Comments that were entered when change was
made to the account appear at bottom of page.

Name Ling 2:

Address 1

Address 2

City:

State/Province:

Postal Code:

Expiration Date:

E-mail &ddress;

Employee ID:

Work Phone:

Home Phone:

Social Security Mumber:
Number of Cards Reguested:
Number of Cards Te Reizzus:
Tranzit Routing Mumber:
DDA

Allocation Data
GiL Sub-account Code:
Account Limits

Card Limit: 1
Future Card Limit: 10 Effective Date: 1043172005
Cazh Advance Limit (%)

Account Status

Accoun t Status:

Update Comments

Comment: sampls for training

Kentuckiy™ S PNC
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VIM - Common Reasons for a User ID to be disabled

e Every User must login at least once
in @ 35 day period otherwise the ID
will become inactive and will require
a password reset. Please note that
the ‘inactive’ status will not
disappear. However, after the
password is reset, the user will be
able to access the system.

e A user will be disabled if an
incorrect password is entered 3
times within a 15 minute time C
period.

e Once CRC has changed the
password for a user, the user must
enter a new password which follows
the password guidelines. It must be
between 8-14 characters, contain at
least one number and can not spell
a name or something easily
guessed.

Kentuckiy™ G PNC
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VIM - Changing Passwords: Some Helpful Tips

As mentioned, a password must be between 8-14 characters in
length. Contain at least one numeric value and can not spell a
common word or name.

Once CRC has created a temporary password for a disabled user, the
user will be required to create a new permanent password. A
password change is also required every 35 days.

The user must choose a new password that fits the criteria, otherwise
the password will not be accepted. There is a message that will
appear indicating the password was not accepted in red lettering
along with an OK button. It is common that users will not read the
message and only click the OK button which takes them back to the
login screen.

If a user is taken back to the login screen after changing a password,
the new password was not accepted. They will need to use the old
password and choose a new permanent password which fits the
criteria.

If a user is successful in changing their password they will be taken
on to the security questions in VIM. (They will need to pick and
answer new security questions for admin password resets, or answer
an existing security question for a system prompted password
change.)

(uckiy™ S PNC

UNBRIDLED SPIRIT e



L = f.n A 1
S entucky™
Management Administrative
-

eMARS|Smm UNBRIDEED SPIRT




File Edit Wiew Favorites

Tools

Web Update

Help

eBack = \_/I \ﬂ |Eh| _:] /r.__\] Search ‘*_-_?::(‘ Favarites &j ['_"' "*-:’...» = _J ﬂ

v|Gu:|

Address |€| http:fffinance. by . govfinternalprocardsy

Kentuckiy™

Our Cabinet

Doing Business
With Kentucky

Internal Resources
Archibus

Customer Resource
eMARS

Emergency Procedures
FARS

Postal Services
Procurement Cards
Surplus Property

Travel Requlations

Buildings and
Properties

High Performance
Buildings Advisory
Committee

E-Transparency

Finance Cahbinet = Internal Resources = Procurement Cards = Overview

Procurement Card Program
Documentation

FAP 111-58-00 Procurement Card Program.doc (e1.5KE) (03/03/06)

Procurement Card Program Policies and Procedures Guide.doc (252KB) (11/20/07)

Hew Sitelsy Agresment.doc (Formerly Agency Agreerment) [22KE] (10/08/04)

Pocard Payment Schedule.xls (15.5KB) (11/19/07)

Sales and Use Tax Certificate. pdf (49, ¢9Kp) (02/01/04)

Custodial Card.doc (27KB) (09/25/07)

PMNC

ard Resources

PHC Site Agreement.xls (S0.SKE) (09/19/07)

PHC Usage Agreement.doc (e0ke) (10/04/05)

YIS Approver Guide.doc (1.58Me) {11/18/05)

YIS Cardholder Guide.doc (1.61MB) {11/18/05)

YIS Site Adminstrator Getting Started Guide.doc (4.67MB) (12/20/05)

YIS Web Site Access.doc (29KB) (0F/23/07)

Dispute Form. doc (Soke) (01/17/06]

[ ® Fin:

in case - M...

Related Content

Customer Resource Center -

Help Desk

The Custamer Resaurce
Center provides Help Desk
support, training, and
continuous process
improvement services for
state employees in
adrninistrative services job
functions and for vendors
who do business with the
Comrmonwealth, The
Custormer Resource Center
can be reached by email at
Finance. CRCGrou ku.gow
ar phone (S02-564-9641 ar
toll-free 877-973-HELP).
The Help Deszk iz apen
Monday through Friday from
7:00 a.m. until 5:00 p.m.
EST.

Links ¥ m015naglt

E

& Internet



Need Help

Customer Resource Center

Finance.CRCGroup@ky.gov
502-564-9641 or toll-free 877-973-HELP

http://finance.ky.gov/internal/procards/
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